
How Do I Upload an Image 
 

You will need to be logged into the site and on the page where you want to upload the file. 

Place the cursor where the image file is to be uploaded. 

 

 
 

 
 

Place your cursor where you want 

the image 

 

Click on the Insert/Edit image 

button 

Click on the Browse button 



 
 

 
 

Choose your folder 

Click Upload 



 
 

 
 

Click Choose Files 

Click on the image 

 

Click Open 



 
 

 
 

Click Upload to Server 

Click on up arrow 

 

Click Insert 
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Fill in information 

 

Click Insert 


